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FOR*. ■ Director of Central lEtelll88*W5e 

Tmmmt Acting Deputy Director ( Support ) ^ 

SUBJECT: iisport of Fxogreas--Ilev System of Coding Kaployec 

tiufslific«etions 


1. ms asraoraadwa is for isoformectioo. 

2. Aaong the r»»xssendatlcma sale by the Inspector General at the 
conclusion of M m i s urve y o f the Offi ce of PcgaoHnel were (l) that efforts 
he continued and intensified to revise existing Methods for coding the 
< 2 uaXifiesfc torts of Agency empieynes#- and (£) that « report of progress 
a c h i eved as of JO June I960 he anhadttod to 'the Director of Central Intelli- 
gence. Such report is furnished below. 

3. The Office of Personnel has now ocaapleted an examination of the 
procedures for analysing and coding eeployee (paallflcafciom la msaerous 
eotabll siuients representing ( kmstmm A civilian departments, the Military 
cervices, privet industry, sad various ether categories. We have sought 
also to inventory all coaceivs&le situations which sight invoke the use of 
a OSosllficstionB file in order to construct a system Keyed to such require- 
ments. As & result of these studies, a CIA coding Manual has been drafted 
and will he disaesainafced In D^pteafcer to sdected Agency components for 
soaring-level critique in advance of requesting formal ctaicurreacc. 

k. The new procedures for recording qualifications data cm Agency 
personnel would provide for identifying their shills asong approximately 
200 major occupational groupings with further refinement contesqdated to 
i^roxlaately £,000 sub-catet^ries . Additionally, the level of skill 
attained (in terms of years of education or evidence) would. he expressed 
In the cod® m veil as the source of knowledge or mms through wh ich the 
skills were attained. 

«r* As soon as the proposed coding eternal is concurred in on an Agency- 
vide heals, it 1# our plan to distribute a relatively sieple cheek list eaong 
Agency personnel to accceapllsh <pialificatlems coding la as unconplic&ted a 
Method as possible. Prior to return to the Office of Bersoand, such cheek 
lists would h® reviewed and. confimed hy the appropriate Career Services. 

Me believe that these steps should be completed prior to 1 July 1961. 
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